
Tip: Complete every field in every wage record and 
place no more than 20 wage records on a page.  
These simple steps avert possible penalties.

File it Right
Tip Sheet for Complete and Correct Tax and Wage Reporting for 
Unemployment Insurance Tax Purposes
A new state law makes it increasingly important that business taxpayers avoid common filing errors.   
The Employment Security Department recently started sending warning letters to businesses that filed 
incomplete and/or incorrect reports. We also are collecting information on the errors and oversights 
that business taxpayers make. Penalties will be charged to employers that continue to file incorrectly 
after being sent a warning letter.  

Hereʼs what we learned that can help you avoid penalties under the new law:

80% of all penalty warnings go to businesses that:
 Failed to report hours* worked 

for every employee listed on the 
5208B Wage Report.

 Failed to report a Social Security 
number for every employee listed 
on the 5208B Wage Report.

OR

18% of all penalty warnings go to businesses that:
 Failed to secure official originals of  

the 5208A (Tax) and 5208B (Wage) 
reporting forms for their paper filings. 
Faxed copies are unacceptable.

* Only Washington and Oregon require businesses to report time worked in 
hourly increments.  Submitting time worked information in monthly or weekly 
increments would constitute filing an incorrect report and could result in a penalty 
assessment.  Business taxpayers also should know that leaving the hours worked 
information blank forces the department to calculate an estimate based on the 
current minimum wage.  This could result in inaccurate data being used to process 
unemployment benefit claims and affect your tax rate.

 Failed to certify their replica forms with 
us before using them. Our scanning 
equipment requires precise placement  
of your tax and wage data.

OR

Tip: Convert to electronic filing at www.wa.gov/esd/efile or by calling your local  
District Tax Office. Reports filed electronically are on the correct format. If you still 
prefer paper filings, use the preprinted forms we mail out quarterly, or e-mail us 
at taxforms@esd.wa.gov, or call your local District Tax Office for official, original 
forms. Email tcarrothers@esd.wa.gov for information on certification of replica forms 
you create.

Tip: If you have any questions, or need help, contact your local District Tax Office.

Avoid these other common mistakes:

On the 5208B Wage Report
• Missing employee names. 
• Missing employee wages.

On both the 5208A and B reports
When businesses choose not to use the 
preprinted 5208 A and B forms we mail out 
quarterly, these errors also occur frequently:
• Missing Employment Security (ES)   

Reference  Numbers. 
• Missing Unified Business Identifier (UBI) 

Numbers.


